01/03/05 MON 15:40 FAX 202 586 8403 OFC OF WKR & COMM TRNS
. UFCOF WKR & CO ¢1002

o . /
Department of Energy 7 W(_’ Z&M

Washington, DC 20585 S ]
December 29, 2004 o Lo Sl

/90, 5/o5”

MEMORANDUM FOR ROBERT F. WARTHER
MANAGER
OHIO FIELD OFFICE

FRAZER R. LOCKHART
MANAGER
ROCKY FLATS PROJ EC T OF FICE

N
Loy &4/
FROM: PAUL M. GOLAN b “"‘/ A gy
PRINCIPAL DEPUTY ASSISTANT SECRETARY
FOR ENVIRONMENTAL MANAGEMENT

SUBJECT: Records Management Practices at Environmental Munagement
Closure Sites

This memorandum directs that each Environmental Management (EM) closwie site
manager designate a Federal records liaison for the site. These individuals should assume
responsibility for overseeing records inventory and disposition activities for taeir
organization(s); i.e., inventory, schedules application, identification of upscheduled
rccords, copying, indexing, providing oversight of contractor records management
activities, and assembling records for transfer to the Office of Legacy Managsment (LM).
They should be empowered by management and trained in records management policies
and disposition tasks.

As site closure tapidly approaches, management commitment is essential to cnsure that
records management responsibilities are not overlooked. It is important that appropriate
Federal and contractor resources are applied to these activities 1o ensure that EM docs pot
lose vital information as sites continuc to downsize and close. As resources leave these
siles, it 1s your responsibility to enact policics and practices that require indiiduals
(Federal and contractor) to account for records and information when they teyminate
employment.

It 1s important that records and information related to an organization’s structure,
functions, policies, decisions, past activities, and transactions be preserved and that the
information necessary for the continuous efficient operation of successor oryranizations be
made available. The identification, protection and preservation of records and

information sources should be a primary ohjective during site closure and transition
activities,

Plcase provide the name of your Federal records liaison to Dr. Robert Goldsmith, Office
of Core Technical Group, at robert,goldsmith@em.doe.gov by January 14, 2008,
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